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Charitable Campaign

} CAMPAIGN COORDINATOR CHECKLIST

E—
People Helping People - A Missouri Tradition

< The statewide “Kick-OffF” date is Wednesday, September 9, 2015. The

Campaigh period Will run September 9 through OCctober 30, 2015.

< The theme for the 2016 Campaigh is “Helping Others Rjse Above “
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ENLIST SOME HELP...
< Enlist the support of your department director relating to Campaign

activities.

< GeleCt enthusiastiC volunteers to assist You. For agencies with outlying

OfFices, select site coordinators to help You facCilitate Campaigh

activities, distribute materials ahd colleCt pledge Cards.

GET STARTED...
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Campaigh materials (Charity reference guides, posters, pledge cards,
batcCh reports/envelopes and incentive items) Will be shipped to
department coordinators the first week of August.

Department coordinators - Prepare materials for site distribution
delivery no [ater thah August 26.

SET YOUR CAMPAIGN GOAL...
% TReview your department’s giving history — e-mail the Campaigh Office for a
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copy.
Cet a goal — Establishing a target serves as a motivator to achieve better
results. Your Campaigh goal should be realistiC yet Challenging! Set a goal
for both dollars raised ahd percent partiCipation.

Talk with [ast Year’s Campaigh coordinator from your department. Find
out what worked ahd what didn’t work for them.

For assistance with plahhing and goal settihg you Canh also contact the
Ctatewide Campaigh Mahager’s offiCe at 573-751-6846 Or e-mail questions
t0 MSecC@0a.mo.goV.
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PLAN YOUR KICK-OFF EVENT...

% Determine your agency’s Campaigh timeframe within the above dates.
Pledge cards should be distributed to your employees no later thah
QOctober 15.

TOo maximize interest, plah to conduct your Campaigh in a two-week

timeframe. Short Campaighs keep the momentum and enthusiasm high

ahd have proven to be the most effective. Employees Canh Still turn in

their pledge Cards after your Campaigh “OffiCially” ends.

< Promote your Campaigh — (Jse employee newsletters, e-mail ahd Campaigh
posters to build awareness about the upcoming Campaign.

< Hold a KiCKOff event to distribute pledge Cards - invite a partiCipating

MSECC charity to speak QR invite a fellow employee who may have

benefited from a partiCipating Charity t0 share with Co-workers how they

were helped.

< IhCrease employee awareness by holding a specCial fundraiser - Plah and
conduct a fun activity (see fundraising ideas) that Will encourage
partiCipation ahd motivate employees to give.

% ({Jse incentive items provided by the Campaigh Office for employees who
returh their pledge card.
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DURING YOUR CAMPAIGN...

< Instruct site coordinators on how they should traCk employee
contributions and if they should return pledge cards to you QR send
them directly to the MSECC office.

< Monitor which outlying offices you have received batches from and
follow up with those that have hot responded.

< Keep collected pledge Cards ih a Safe ahd secure [oCation until they are
sent to the MSECC office.

< Enhsure eaCch employee is personally given a pledge Card and has access to
Campaigh Charity guide or refer them to the web-site
http://WWWw.mMSsecc.mo.goV to select their Charities.

REMEMBERTO...
< Point out the advantages Of payroll deduction — emphasize that ho gift is
t00 Small - even if it is only .50 per pay period - every dollar makes a
difference!
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< TFollow-up with employees t0 make sure everyone returns a pledge card
whether or hot they chose to make a dohation. Please remember that
partiCipation is voluntary, and no one should be pressured to donate.

% Include all employees who returh pledge Cards in your drawings for
incentive items.

WRAP UP and THANK YOU...

< Always accept employees pledsge Cards, evenh after your Campaigh
“OfFicCially” ends.

< EXxtend your personal thanks to the donors and other voluhteers who
assist you.

% (Make sure your employees Khow the results of the Campaigh for the work
site, department, ahd Statewide.

TRevised 07/06/2015



